PUBLIC LIBRARY

APPLICATION FOR USE OF THE MEETING ROOM(S)/PATIO
MEETING ROOM/PATIO REQUESTED:

(Please Print) Novi Resident Non-Resident

Organization:

Representative:

Representative’s Title:

Address:

City:

Zip Code:

Home Phone:

Alternate Phone:

Email Address:

Day and Date Requested:

Hours Requested:

(Including time for set-up and takedown of room)
Estimated Attendance:

Type of Activity:

I am at least eighteen (18) years old and accept the conditions of the Novi Public Library Meeting Room Policy. By
signing this Application, the Corporation, Organization or Individual (“User”) identified above agrees to indemnify and
hold harmless the Novi Public Library, its agents, employees, officers and representatives, from any and all suits,
actions, claims, or demands of any character or nature arising out of or brought on account of any injuries or
damages sustained by any person as a consequence or result of the use of the Meeting Room, its furnishings or
equipment by the User or any person attending the User’'s meeting. The User also agrees to pay for any damage
caused by its use of the Meeting Room. If signing on behalf of a Corporation or Organization, the person signing this
Application agrees that he/she has authority to sign on behalf of the Corporation or Organization.

Signature of organization representative:
Date:

Please email completed applications to administration@novilibrary.org or drop off at the library.

LIBRARY USE ONLY

Staff member authorization: D.L. or I.D. Verified D Date:
Total # of hours: Charge for Room Use:
Date payment received: [Icash [Jcheck [T credit card

45255 Ten Mile Road. Novi. Michigan 48375 Ph: 248.349.0720 — www.novilibrary.org

Effective: January 2022


mailto:administration@novilibrary.org

MEETING ROOMS
The Novi Public Library has six different Meeting Rooms available for rent during business hours.

Room Capacity Resident Fee/Hr Non-Resident Fee/Hr
Full Meeting Room* 200 $60 $90

West Meeting Room 120 $40 $60

East Meeting Room 80 $30 $50

Youth Activity Room 36 $25 $45

Board Room 20 $20 $40

Second Floor Meeting Room 10 $15 $35
*Tables/chairs seating 108

Library space can also be rented outside of Library business hours with advance reservations.

Room Capacity Resident Fee/Hr Non-Resident Fee/Hr
Full Meeting Room* 200 $85 $130
West Meeting Room 120 $55 $85
East Meeting Room 80 $45 $75
Patio 200 $100 $150
*Tables/chairs seating 108
Equipment Rental Rental Fee
Extension Cord; Screen; Microphone (handheld/lapel) no fee
Tables — 2.5'x6’; café — 31.5"x 43.25"h no fee
Whiteboard no fee
DVD/BluRay Player no fee
Presentation Remote no fee
Laptop no fee
Youth Activity Room Monitor $20.00
LCD Projector $20.00
Stage Panels 4'x8’ (four available) $20.00 each
Discussion Arrangement Classroom Arrangement
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Presentation Arrangement
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10.

16.

17.

to the meeting. Forlast minute requests, payment can be approved by
Management. Payment is due upon request.

Reservation requests must include adequate time for both set-up and clean-
up. Meeting room use, including clean-up, must end before the Library's
closing time. The group will also be charged for any needed repairs or
cleaning.

If @ meeting is cancelled by the group requesting the room, all fees are non-
refundable. The Library may cancel any meeting room reservation and the
fees will be refunded.

The contract must be signed by an adult, age 18 or older, who becomes the
responsible party. Youth groups are required to have adult supervision.

Reservations for meetings will be accepted up to two months in advance of
the meeting date. Reservations for on-going (weekly/monthly) meetings
outside of Library business hours with a minimum of four meetings scheduled
will be accepted up to four months in advance of the first meeting date. The
Library reserves the right to limit the frequency of use of its meeting rooms, to
cancel reservations and to review any or alt applications before granting
approval.

. Charging for admission is not allowed. No solicitation, fundraising, raffies or

financial transactions are allowed. The sale of goods or services is prohibited
but may be permitted at the discretion of Administration if it is reasonably
related to the Library's purpose {e.g., author sales of signed books).

. Political organizations may use the meeting rooms provided meetings do not

include fundraising. These may include business meetings, issue discussions
and candidate forums.

. Do not move tables and/or equipment. All set-ups must be performed by

Library personnel. Furniture will not be allowed to be brought in by renters.

. Banners, literature, photographs or signage may not be placed anywhere

outside of the meeting room without the permission of the Library
administration. Do not affix or adhere anything to walls, ceilings or light
fixtiures. Decorations must remain at least 1' below light fixtures.

. Food and beverages must be contained within the meeting rooms, The

delivery of commercially prepared food such as pizza, sandwiches, salads,
pasta and the like is permitted.
No open flame such s sternos {canned heat for chafing dishes) or
candles are allowed.

Waste should be placed in the proper receptacles.

Catering options are available separately through the current vendor of the
Read-A-Latte Café that is located within the Library.

Policy Manual - May, 2010; Amended, July, 2013; June, 2017



18.

19.

20.

The Library cannot supply any storage space. Groups using a meeting room
shall remove all items from the room and leave the room in the same
condition as it existed prior to the meeting.

Groups are responsible for any and all damage caused by meeting
attendees or others associated with the meeting. A fee will be assessed to
cover the cost of any damages. The Library reserves the right to deny use or
access to any group that has violated this Policy.

Equipment is available for rent in the meeting rooms but must be requested
at the time of application. The rental charges will be set by Administration
from time to time and the list of rental fees is available upon request.

C. Publicity:

1.

4.

The name, address or phone number of Library may not be used as the official
address or headquarters of any organization except those formally affiliated
with the Library.

The use of the meeting room by a non-Library group shall not be publicized in
such a way as to imply Library sponsorship of the group's activities.

The person signing the meeting room contract is the contact person for the
group and becomes responsible for answering questions from the public. The
Library will not assume this responsibility.

Notice of meetings will be posted by the Library.

D. Payment of Fees:

1.

2.

Payment is to be made within two business days after being contacted by
Administration of approval of the application.

Payment may be made by cash, credit card {Visa or MasterCard) or check
made payable to Novi Public Library. For information and reservations and to
make payments, contact the Administration at 248-86%-7204, Monday —
Friday, 10:00am - 5:00pm.

For last minute requests, payment can be approved by Management.
Payment is due upon request.

Rental fees are set by the Administration and the standard schedule of rental
fees is available upon request. The standard rental rates are set in one hour
increments. In addition, there is a premium charge for each 15 minute period
(or any part thereof) for a meeting that goes past its scheduled ending time.
Rates vary for residents and nonresidents. Rates will be higher at times that
the Library is not open to the public,

Approved: April 15, 2009; Amended: May 1, 2010; July 17, 2013; June 22, 2017

Signed:

O 2 Hooreun e

Craig Messerknecht

President

Novi Public Library Board of Trustees
Policy Manual - May, 2010; Amended, July, 2013; June, 2017
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